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Why WordPerfect in 
One Hour for Accountants?
In today's CPA firm, partners and professional staff need to 
use computers to prepare reports, tax memoranda, and other 
documents for clients and colleagues. Acquiring basic skills in 
a word processing program will accelerate the process of 
preparing these documents. This book will help you learn one 
software program, WordPerfect, in record time.
A familiar philosopher once put it this way.
Remember that time is money.
—Benjamin Franklin 




This is a fast-track learning guide. It's designed for practicing 
accountants who want to quickly get up to speed in Word­
Perfect basics without becoming experts in word processing.
You hit the ground running in these concise lessons. To do 
so without stumbling, it will help to have a basic knowledge 
of typing and the keyboard. (If you don't type, don't worry— 
you can still use this guide. Consult the ''Typing Tips" section 
on page 19.) You will also need the basic hardware and soft­
ware in place. For hardware, you need the standard four com­
ponents: computer, monitor, keyboard, and printer. For 
software, you need the WordPerfect program installed on 
your computer's hard drive, complete with some existing 
directories and files. You also need to know how to turn the 
hardware on and off and the command to type to start 
the WordPerfect program. Once you've reached the point 
where you can start up the program and get to a blank screen, 
you're ready to go with the lessons.
This guide will teach you the basic steps for getting a simple 
job done using WordPerfect 5.0 or 5.1. In the language of the 
early twentieth-century office—describing ancient practices 
before the computer era—you will learn how to go to your 
computer's file cabinet, locate a file, take it out, work on it, 
and replace it in the file cabinet. In the very first lesson you'll 
learn how to type and print text, if that's all you want to do.
WordPerfect is a rich word processing and document storage 
program with extraordinary capabilities. As a consequence it 
is also complex, at least if you want to take advantage of all its 
capabilities. Here, we trade the richness and complexity for 
the fast start. Later, if you're interested, you can learn how to 
use more of WordPerfect's myriad features, either from the 
WordPerfect on-screen tutorial or manual, or from one of the 
many books describing the details of WordPerfect.
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But this introductory guide doesn't leave you completely 
without knowledge of special features. After the lessons, 
which teach the basic skills, the remaining pages give some 
word processing typing tips and describe how to move blocks 
of text, use boldface, underline, check spelling, and do other 
frequently encountered wordsmith work. At the end of the 
guide there's a glossary for translating computerese into 
English and a handy "cheat sheet" listing all the commands 
and procedures explained in this guide.
The four lessons should average 15 minutes each. That's 
your WordPerfect in One Hour for Accountants.
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The computer you're using should be an IBM PC or compati­
ble with a hard disk. The WordPerfect program, Version 5.0 
or 5.1, should already have been installed on the hard disk 
and used for office work, so you can work with preexisting 
directories and files and not worry about setup. Also, a 
function-key template, describing what the [F] (Function) keys 
do, should be placed above the [F] keys on the keyboard as a 
crib sheet. The computer should be connected to a printer 
that's ready to operate.
Once you've started up the WordPerfect program on your 
computer, your starting point is a blank screen with a flashing 
dash known as the 'cursor.'' The blank screen is the counter­
part of a blank piece of paper in a typewriter. At the bottom 
right of the blank screen, a "status line" keeps you constantly 
advised of where your cursor is located on the "paper."
The lessons in this guide presume that you know how to get 
to a blank screen or have prevailed on a colleague to get you 
there. If not, the following may be of some help.
If you're working by yourself, first turn the peripherals on— 
the monitor and printer—and then the computer.
Then wait for the "C prompt" to appear on the screen. (The 
C prompt usually appears as C> or C:\>.) When the C 
prompt appears, type W or WP and press [ENTER], or type 
whatever other command is used to start the WordPerfect 
program. Then wait for a blank screen to appear.
Some computers are set up so that you get to the Word­
Perfect program using a different procedure, or from a 
"menu," or simply by turning the computer on. Whatever 
the procedure, start with a screen that's blank except for the 
status line at the bottom.
Now you're ready to go—and to make your escape from the 
grim netherworld of pens, pads, and overburdened secretaries.
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(One last hint: it's a good idea to read each lesson through 































































































Objective: To learn how to type and print 
a paragraph or two.
Lesson One
BACKGROUND: To get you off to a fast start, Lesson 1 gets 
you doing what you want to do right away—produce printed 
text. You should now have a blank WordPerfect screen before 
you with the cursor blinking expectantly. Note that typing on 
a computer keyboard differs somewhat from typing on a 
typewriter, even though letters are located in the same places. 
If your familiarity with the computer keyboard is limited to the 
number pad, you should review the "Typing Tips" that follow 
Lesson 4 (page 19). (If you're having trouble getting to a blank 
screen, see the "Clearing the Screen and Exiting" procedure 
in "Housekeeping," page 34.)
Let's begin.
1. On the blank screen, start typing some text. (If you 
don't want to start with something work related, just 
type this paragraph.) Do not press the [RETURN] 
or [ENTER] key at the end of each line—the program 
automatically returns or "wraps” text at the end of 
a line.
—>NOTE: The "default" margins (the margins that will 
appear on the printed page unless you change them) 
will be one inch at the top, the bottom, and the sides, 
even though the text on the screen appears at the 
extreme left of the screen.
3
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2. To type a second paragraph, press [ENTER] at the end 
of the last sentence of your first paragraph. The [ENTER] 
key is like the return key on a typewriter; pressing it will 
bring your cursor down one line and to the left margin. 
If you want to skip more than one line before you begin 
the next paragraph, press [ENTER] once for each line 
you want to skip.
—> NOTE: If you accidentally hit [ENTER] while the cursor 
is under some other part of your text, you'll see some 
screen acrobatics best experimented with later. Just 
press [BACKSPACE] to reverse the glitch.
3. Check your text. If you've made a typing error, use 
the arrow keys to move the cursor under the error, 
then tap the [DELETE] key to erase it. Then make 
the correction.
4. To print your typed text, press [SHIFT] and while hold­
ing it down, tap the [F7] key. If the WordPerfect tem­
plate is pasted above the [F] keys, you'll notice that [F7] 
is the command key for Print. Your screen now should 
display the Print options.
5. Press 2 to print the page on the screen. If the printer is 
turned on and properly set up, it should print the text 
you typed without any further ado and return you to the 
screen with text.
6. After the page is printed, press [F7], Exit. The following 
query will appear in the lower left corner of the screen: 
Save Document?
7. Since this is a practice page, press n for no. Another 
query will appear: Exit WP?
8. Press y for yes if you want to end the lesson. This will 
end your session in WordPerfect and take you back to 
the C prompt; you can then turn off your equipment.
Lesson One
Press n for no if you want to return to a blank screen to 
practice typing and printing.
CAUTION: Beware computer novice high. Known to 
frequently afflict precocious accountants, it induces 
the belief that advanced work can be done before the 
basics are mastered. Play with Lesson 1 a little before 
venturing on. Practice makes WordPerfect.
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Objective: To learn how to look at a 
file stored in WordPerfect's "electronic 
filing cabinet."
Lesson Two
BACKGROUND: Data is electronically stored on a computer's 
hard disk in "files." Files are often stored in a group in a "direc­
tory." Bringing a particular file you want to the screen from 
the hard disk is often analogous to obtaining a file from a 
filing cabinet. First you go to the file room and find the 
right filing cabinet, then you open the desired file cabinet 
drawer, and finally you remove the desired file folder. In 
computerese, WordPerfect's filing cabinet is the "default 
directory," the file cabinet drawer is the "subdirectory," and 
the file folder is a "file." WordPerfect's default directory 
and subdirectories serve as a kind of table of contents for your 
computer's hard disk.
The objective of this lesson is to get to the WordPerfect file 
cabinet (the default directory), then to the right drawer (the 
subdirectory), then to the right file folder (the file). The lesson 
then explains how to pull the file out, look at it, and return it 
to the filing cabinet.
To look at a file, you first have to find it. To find a file, you 
start by looking at WordPerfect's "table of contents."
1. Starting again with a blank screen, tap the key to 
enlightenment, the mantra of the keyboard: press [F5], 
List Files.
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2. You will see the name and location of your "default 
directory" in the lower left corner of the screen. (The 
default directory is the directory that appears "in default 
of" some specific command to the contrary.) Press 
[ENTER] and the contents of the default directory will 
be listed on the screen.
3. The contents of the default directory usually will consist 
of subdirectories, files, or both. Subdirectories are fol­
lowed by <DIR> or <Dir>, while files are not.
a. If you want to view the contents of a file that is listed 
in the default directory, move the cursor (which 
has now become a lightbar) with the arrow keys 
to the file, then press 6, for Look. When you have 
finished looking at the file press [F7], Exit, to return 
to the directory.
b. If you want to see a file that is not listed in the sub­
directory on the screen, you will have to switch to 
another subdirectory. Move the cursor with the 
arrow keys to the appropriate subdirectory, then 
press [ENTER]. The prompt line in the lower left 
corner of the screen will state the name of the new 
subdirectory. Press [ENTER] again and the contents 
of the new subdirectory will appear on the screen. To 
look at a file, follow the procedure in step 3-a.
4. When you "look" at a file, you can only view its con­
tents, not work on it. To work on a file, you have to 
"retrieve" it, a procedure discussed in Lesson 4. If the file 
you are viewing exceeds one page, you can scroll 
through it forward or backward by pressing the up or 
down arrow keys.
5. To "put the file away," press [F7], Exit. This will return 
you to the subdirectory. If you wish to leave Word­
Perfect, press [F7], Exit, again, which will bring you to 
a blank screen, then press [F7], Exit, again, and follow 































Objective: To learn how to create a file 
and save it.
Lesson Three
BACKGROUND: In Lesson 1, you learned how to type and 
print a paragraph. In Lesson 2, you learned how to look at a 
file stored on your hard disk—the "electronic filing cabinet." 
In this lesson, you will build on your new skills by creating 
a file and then storing it in the "electronic filing cabinet." In 
computerese, the storing process is called "saving a docu­
ment to disk."
1. Start WordPerfect and when a blank screen appears, 
type a short paragraph of text that you want to appear 
in the file.
2. After the text is completed, press [F7], Exit. This will 
permit you to save (i.e., store) the typed material from 
the screen onto the hard disk before exiting Word­
Perfect. The following prompt will appear in the lower 
left corner of the screen: Save Document?
3. Since you want to save the document, press y for yes. 
Another prompt will appear in the lower left corner of 
the screen: Document to be saved:
4. To save a document, you have to name it. File names can 
be no longer than eight letters. You can also add a 
period after the name and an "extension" of up to three 
letters. You should name your files in a way that will jog 
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your memory about their contents. Name this file 
TAXMEMO.ONE. Type TAXMEMO.ONE at the prompt, 
then press [ENTER].
—>NOTE: The file name will appear in capitals whether 
you use upper or lower case when typing.
5. It's done—your file has been saved. A prompt, Exit WP?, 
now appears in the lower left corner of your screen. 
Press n for no to return to a blank screen.
6. Now test yourself: use the Look procedure you learned 
in Lesson 2 to see if you succeeded in saving the file to 
the hard disk.
In Lesson 1, when you exited the screen or turned your 
computer off, the text on the screen ceased to exist. 
This happened because it was only in the computer's 
RAM—random access memory—displayed on your 
screen temporarily. To store text, you have to "save" it, as 
you did in this lesson.
7. Use the Exit procedure, [F7], described at the end of 
Lesson 2.
  HOUSEKEEPING NOTE: You will need TAXMEMO.ONE 
for Lesson 4, but afterwards you probably will never 
refer to it again. You may not want to permanently 
clutter the hard disk with TAXMEMO.ONE. If you want 
to delete it, see how to delete files in "Housekeeping" 
on page 35. "Housekeeping" also shows you how to 
set up directories for your own files.
Objective: The works—to learn how to 
retrieve a file, work on it, print it, 
then save it.
Lesson Four
BACKGROUND: You're up to the point now where you can 
combine what you learned in the previous three lessons into 
a basic package of working skills. In Lesson 1, you learned 
how to type and print a paragraph. In Lesson 2, you learned 
how to look for a file stored on the hard disk. In Lesson 3, you 
learned how to create a file and save it. Now, you're ready to 
combine these skills—you'll look for your TAXMEMO.ONE file, 
retrieve it to the screen, revise it, print it, and save it again.
1. Start WordPerfect, and when a blank screen appears, 
press [F5], List Files. The prompt in the lower left corner 
of the screen will show you the default directory. Press 
[ENTER] to bring the contents of the default directory 
to the screen.
2. When the contents of the default directory appear 
on the screen, look for the file you saved in Lesson 3, 
TAXMEMO.ONE. If it's there, move the cursor with 
the arrow keys to it and then, as indicated on the 
menu at the bottom of the screen, press 1 for Retrieve. 
The text of the file then will appear on the screen, ready 
to be worked on.
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—►NOTE: If TAXMEMO.ONE is not shown in the default 
directory, it is probably in another directory, assuming 
you saved it properly in Lesson 3. Move the cursor 
with the arrow keys to the other directory you think 
it's in and press [ENTER]. The name of the other 
directory then will appear in the prompt line in the 
lower left corner of the screen. Press [ENTER] again to 
display that directory. Look for the file. If it's not there, 
repeat the process as necessary until you find the 
directory that contains the file. To move back to a prior 
("higher") directory, place the cursor on PARENT and 
press [ENTER] twice
3. After you retrieve the file to the screen, revise it as you 
wish. Then, follow steps 4 and 5 from Lesson 1 (page 4) 
to print the revised text.
CAUTION: Some accountants like to avoid the risk of 
inadvertent loss of text by "saving" text before printing. 
Periodic saving is explained in "Wordsmith Shop" on 
page 27.
4. After the revised text is printed, you're ready to put the 
file away. To do so, start with the Exit procedure— 
[F7]—learned in Lesson 3 for saving a file to hard 
disk. You already have a file name for your file (TAX­
MEMO.ONE), so after you answer y for yes to the Save 
Document? query, the name of your file will automati­
cally appear in the lower left corner of your screen. 
Press [ENTER] to confirm that you want to save it 
under that name. Another prompt will appear asking if 
you want to replace the file. Answer y for yes, so that 
the newly revised text is substituted for the prior text on 
the hard disk.
5. The revised text will be saved to the hard disk in seconds, 
after which the following query will appear: Exit WP? If 
you press y for yes, you are returned to DOS or other 
Lesson Four 15
beginning point. If you press n for no, you are returned 
to a blank screen.




When you have mastered the four lessons in WordPerfect 
in One Hour for Accountants, you have gained the basic 
skills necessary for productive work with WordPerfect. To 
sharpen those basic skills, you should revisit these four lessons 
when you have time, perhaps experimenting with some 
variations to become more familiar with additional features 
of the program. You also should visit the "Wordsmith Shop: 
Matters of Appearance," page 23, to learn how to use some 
special features to enhance the speed and appearance of 
your writing.
WordPerfect is so rich in conception and so rewarding in 
execution that skilled users often become aficionados. If you 
become one of the lucky ones, congratulations! You will 
become more productive in your work, and in the process, on 
some special occasions, you may experience just a trace of the 




The so-called "office of the future" is here right now, and 
an accountant who is not computer-literate today works 
at a disadvantage.
While computer keyboard typing generally is similar to 
typewriter keyboard typing, differences exist. Here are a few 
special techniques you should know about word processing 
with a computer, and specifically with WordPerfect.
ERASE WHILE TYPING. If you make an error while typing, 
you may erase it simply by "backspacing" over it: press 
[BACKSPACE]. If you press [BACKSPACE] once, it moves and 
erases one space back; if you hold [BACKSPACE] down, it 
continues to move and erase backward. (Be careful!)
ERASE AFTER TYPING. If you discover an error after typing 
your text, use the arrow keys to move the cursor to the error. 
Then you can press [BACKSPACE] to erase to the left as 
described above, or you can press [DELETE] to erase to the 
right. If you press [DELETE] once, it erases the character 
that the cursor is underneath. If you hold [DELETE] down, 
it deletes text to the right of the cursor, similar to the 
[BACKSPACE] key
CHANGE A LETTER. If you need to change a letter (e.g., in a 
misspelled word), use the arrow keys to move the cursor 
underneath the offending letter, then press and quickly 
release [DELETE], The incorrect letter will disappear. You 
can then type in the correct letter. If this leaves you with the 
cursor in the middle of a word, use the arrow keys to move it 
to where you want to continue typing.
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SHORTCUTS TO MOVING THE CURSOR ON THE PAGE.
If you want to move the cursor to: Press
End of line [END]
Beginning of line [HOME] then left arrow
Top of screen [HOME] then up arrow
Bottom of screen [HOME] then down 
arrow
Next word to right [CTRL] and right arrow 
(simultaneously)
Next word to left [CTRL] and left arrow 
(simultaneously)
INDENT FIRST LINE OF PARAGRAPH. To indent the first line 
of a paragraph, press [TAB] once to indent five spaces. Five 
spaces per tab is the default setting. You can also use the 
space bar to insert the number of spaces you want. (To 
change the number of spaces per tab, see "Changing Default 
Settings" in "Housekeeping" on page 36.)
INDENT PARAGRAPH FROM LEFT MARGIN. To indent a 
paragraph continuously from the left margin only, press [F4] 
then type the indented material. (To indent further, press 
[F4] again.)
Each line you type after that will continue to indent, like 
this, until you end the paragraph by inserting a "hard 
return" by pressing [ENTER].
INDENT LEFT AND RIGHT MARGINS. To indent an entire 
paragraph on both sides (for example, to quote a tax law), 
press [ENTER] to move the cursor to the next line. Then 
press the [SHIFT] key and while holding it down, press [F4] 
once for each five spaces you want to indent, then let both 
keys go. Then type the material to be indented.
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Each line you type after that will continue to indent on 
both sides, like this. When you want to return to your 
regular margin, end the paragraph by typing a hard 
return: press [ENTER].
CENTER: To center a word or line, press the [SHIFT] key and 
while holding it down, press [F6]. The cursor will jump to the 
center of the page. Then type the text to be centered, and 
press [ENTER] to end the line. Repeat these steps for each 
line you want centered.
SKIP A LINE. If you want to skip lines and WordPerfect is 
formatted for single spacing, press [ENTER] for each line you 
want to skip. This technique should not be used for large 
amounts of running text because it will make revising your 
text difficult. If you want your text to be double-spaced 
throughout, you will need to reset your line spacing, a Format 
function. See "Changing Default Settings" in "Housekeep­
ing" on page 36.
A WORD ABOUT TOUCH. Use a quick keyboard touch. Most 
of the keys repeat when held down. If you don't want a letter 
or function repeatedddddddd, use a short tap on the keys.
A WORD ABOUT MENUS. The commands on the menu at 
the bottom of the directory screen are numbered, and the 
first letter of each command (sometimes some other letter) is 
highlighted; for example, 1 Retrieve. The command can be 
activated by typing either the number or the highlighted 
letter—in this case, either 1 or R. If you want to countermand 




The Wordsmith Shop showcases a collection of electronic 
word processing features that may be especially useful to 
accountants. By no means exhaustive, it is designed to intro­
duce some of the many extraordinary, some might even say 
astonishing, capabilities of this electronic medium.
MOVING A BLOCK OF TEXT. One of the many advantages 
of computerized word processing is its ability to move blocks 
of text intact from one place to another, and even from one 
document to another. In WordPerfect, it's done by placing the 
material to be moved in a ''block,” then moving the block to 
the desired spot. The actual movement occurs once the 
proper commands are given.
1. Starting with a page containing two or more para­
graphs, use the arrow keys to move the cursor under 
the first letter of the first word of the text you want to 
block and move. For example, if you wanted to block 
and move this paragraph, you would place the cursor 
under the 1.
2. Press [ALT] and while holding it down, press [F4]. This 
is the "on” command for the Block function. After you 
give this command, you will see Block on flashing in the 
lower left corner of your screen.
3. Block the text you want to move. If you want to block 
only a few words, use the space bar to move the 
cursor over the desired text. If you want to block an 
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entire paragraph, use the arrow key to move the 
cursor over the text. As the text is blocked it will be high­
lighted. For now, block a sentence.
4. After the text to be moved is blocked, press [CTRL] (the 
"Control" key) and while holding it down, press [F4]. 
This is the "on" command for the Move function. After 
you give this command, the following will appear in the 
lower left corner of your screen: Move: 1 Block; 2 Tabu­
lar Column; 3 Rectangle. Since you are moving a block, 
press 1.
5. After you press 1, the following command options will 
appear in the lower left corner of your screen: 1 Move;
2 Copy; 3 Delete; 4 Append. Since you want to move 
text, press 1 for Move. The following prompt then will 
appear: Move cursor; press Enter to retrieve.
6. This is where the electronic magic is performed. Use 
the arrow keys to move the cursor to the place on the 
screen where you want the highlighted text to appear. 
Then press [ENTER].
Presto! The blocked, highlighted material instantane­
ously disappears from its prior location and reappears at 
the point where the cursor is.
DELETING A BLOCK OF TEXT. Follow steps 1, 2, and 3 from 
"Moving a Block of Text" above, then press [DELETE]. A 
query will appear in the lower left corner of the screen: Delete 
Block? If you're sure, answer y for yes.
COPYING A BLOCK OF TEXT. Follow all steps listed for 
"Moving a Block of Text" above, but at step 5, instead of 
pressing 1 for Move, press 2 for Copy. Continue with step 6.
BOLDFACE AND UNDERLINING. Boldface is produced with 
the [F6] key and underlining with the [F8] key. Both of these 
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keys are "on/off" keys: if you press the key once, it turns the 
function on; pressing it again turns the function off.
1. Boldface. With the cursor at the place where you want 
the boldface to begin, press [F6] to turn the boldface 
function on. Then type the material you want to appear 
in boldface. Press [F6] at the point where you want the 
boldface to stop to turn the boldface function off. The 
screen will show the boldface text darkened or in a 
different color.
—> NOTE: When the boldface function is "on," the Pos (for 
position) number in the status line in the lower right 
corner of the screen will darken or change color.
2. Underlining. With the cursor at the place where you 
want the underlining to begin, press [F8] to turn the 
underlining function on. Then type the material you 
want to appear underlined. Press [F8] at the point 
where you want the underlining to stop to turn the 
underlining function off. The screen will show the 
underlining as a dash under each letter.
—►NOTE: When the underlining function is "on," the Pos 
(for position) number in the status line in the lower right 
corner of the screen will be underlined (depending on 
your monitor).
3. Boldface and Underlining Combined. To combine 
boldface and underlining, press the [F6] and [F8] keys 
together. It doesn't matter which key you press first. Type 
your text, then turn both off by pressing [F6] and [F8].
PAGE NUMBERING. Page numbering is one of the Format 
functions initiated by the [SHIFT-F8] command.
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1. Press [SHIFT] and while holding it down, press [F8]. 
This command will bring four lists of Format functions 
to the screen. Press 2 for the list that contains 
Page Numbering.
2. A numbered list of page format features will appear on 
the screen. Press 6 for Page Numbering. Then press 4 
for Page Number Position. (Version 5.0 takes only one 
step: press 7 for Page Numbering.) This will bring two 
diagrams of page setups to the screen. The numbers 
represent locations on the page where page numbers 
can be made to appear.
3. Assuming you want every page to be numbered, select 
a number from the Every Page diagram. If you want 
every page to be numbered at the bottom center, press 
6, the number located at the bottom center of the Every 
Page diagram. Then the Format Page Numbering screen 
will reappear ("Format: Page" in 5.0), showing that you 
have chosen Bottom Center. Press [ENTER] three 
times to return to your text (twice in 5.0). The page 
numbering operation is now completed, and numbered 
pages will appear in your printed text.
While numbers will not appear in place on the "pages" 
on your screen, they will appear in place on the printed 
pages. The status line in the lower right corner of the 
screen shows what page you are on after "Pg."
FOOTNOTES. Footnotes are an essential part of the account­
ant's written work product. In WordPerfect, footnote numbers 
are automatically inserted sequentially in the text, and the 
related footnotes are printed at the bottom of the page con­
taining the footnote references. Footnote numbers appear in 
the printed text in print that is smaller and higher than the 
other text on a line.
1. When you reach a point in the text where you want a 
footnote to appear, press [CTRL] and while holding it 
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down, press [F7] for Footnote. The following prompt 
then will appear in the lower left corner of the screen: 
1 Footnote; 2 End note; 3 End note Placement: 0.
2. Press 1 for the Footnote function. The following new 
prompt then will appear in the lower left corner of the 
screen: Footnote: 1 Create; 2 Edit; 3 New Number; 
4 Options: 0.
3. Press 1 to create a footnote. The screen then will go 
blank, except for a footnote number in a small, high­
lighted box in the upper left corner of the screen, next 
to which the cursor will be blinking expectantly. (On a 
monochrome monitor the number may not be high­
lighted.) The footnote number will appear in the text 
like the number after the first sentence in this paragraph.
1
4. Type the desired footnote text and, when finished, 
press [F7], Exit. This will return you to your text. The 
footnote number will appear in a small highlighted 
box in the text on the screen at the designated place. 
The footnote text will not appear on the screen, but 
will appear in the printed text at the bottom of the 
appropriate page.
1 The footnote will appear like this at the bottom of the page.
Repeat steps 1 to 4 for each additional footnote. Foot­
note numbers automatically will appear sequentially.
ENDNOTES. Endnotes work the same as footnotes. Press 
[CTRL-F7] (same as for footnote). The following prompt will 
appear in the lower left corner of the screen: 1 Footnote;
2 Endnote; 3 Endnote Placement: 0. Press 2 for End note.
PERIODIC SAVING TO HARD DISK. Lesson 3 explained 
how to save your text to the hard disk in the Exit procedure. 
However, if you're working on new text of substantial length, 
prudence dictates that you save the text periodically to guard 
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against losing it as the result of a power failure or some other 
disaster. You can save at any point, without exiting your docu­
ment, by pressing [F10], Save.
A query line will appear in the lower left corner of the 
screen: Document to be saved:. If you want the document to 
be saved in the current default directory, just type the name 
and press [ENTER]. The file will be instantly saved. If you 
want to save the file in a different directory, type the drive 
name and colon, then a backslash, the directory name, 
another backslash, then the name of the file—for example, 
C:\WP51\SAVE.ME. Then press [ENTER], and the file 
is saved.
As you continue working, use [F10] periodically. When you 
next save, the file name will be in place, so the procedure will 
be quicker.
SPELL. You can use your computer to check spelling. In a 
matter of seconds the computer electronically scans words in 
a document, checks the words against an internal dictionary, 
then highlights misspelled words.
—> NOTE: It is recommended that you go through the Save 
procedure, [F10], described above before using Spell. 
Better saved than sorry.
1. When you have reached the end of your text (or before, 
if you wish), press [CTRL] and while holding it down, 
press [F2], Spell. The following prompt line will appear 
in the lower left corner of your screen: Check: 1 Word; 
2 Page; 3 Document; 4 New Sup Dictionary; 5 Look Up; 
6 Count: 0.
2. If you have completed your document and want to 
check spelling for the entire document, press 3. The 
computer will grind and whirr for a few seconds, and 
then an astonishing performance begins.
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3. Unless you have made no spelling errors, a split screen 
will appear, with part of your text on the top and a 
roughly alphabetized spelling list on the bottom. The 
misspelled word in your text will appear highlighted in 
the top portion of the split screen. Choose the correct 
spelling from the spelling list on the bottom portion of 
the split screen by pressing (for example) A, if the word 
at A is the correct spelling of the misspelled word.
4. The correct spelling is then automatically inserted in the 
text, and the Spell function continues. Prompts will tell 
you how to exit when the checking is completed.
5. The Spell function also picks up doubled doubled 
words. Press 3, Delete 2nd, to eliminate the repetition.
—►NOTE: The highlight bar sometimes lands on a proper 
noun or a collection of letters that is not a misspelling. 
To move on, simply press 2 for Skip. Spell will skip all 
further occurrences of that word in the document. If 
you want to stop the highlight bar from continually 
landing on a word in several documents (like the name 
Jabberwocky that will frequently appear in all docu­
ments related to the Jabberwocky audit), press 3, Add, 
while the highlight bar is on the word. This adds the 
word to the dictionary, which causes Spell to cease 
regarding the word as a misspelling.
CAUTION: While the Spell function generally picks up 
misspellings, it doesn't recognize a misspelling that 
correctly spells another word. For example, if you type 
wash where you meant wish, Spell won't spot the error.

Housekeeping: Setting Up 
Your Files and Directories
Assume you've completed a document and you want to file it 
away You want to be sure, however, that you can locate it 
when you want it. To do this you have to make it into a ''file,'' 
as you did in Lesson 3, and if you don't want to put it into an 
already existing directory (the "electronic file drawer"), you 
have to create a directory of your own.
CREATING A DIRECTORY. You want your own space, so you 
need to create a directory where you'll keep your own files. 
Let's assume you've been working in the WordPerfect "main" 
directory (which is probably set up to be your default 
directory). Now you want to create a directory for storing 
TAXMEMO.ONE, the file you created in Lesson 3.
1. The name of a directory can contain up to eight charac­
ters followed by a period and an "extension" of up to 
three characters. The name you choose for a directory 
should indicate the nature of the files you place in the 
directory. Let's assume TAXMEMO.ONE is tax research 
for a client named Harry N. Strong. A logical name for 
the directory you create for the file would contain the 
client's name and some indication of the nature of the 
files in it. Thus, it could be named STRONGTAX, for 
Harry N. Strong's tax matters.
2. Starting with a blank screen, press [F5], List Files. The 
name of the default directory then will appear in the 
lower left corner of the screen. In addition, the following 
prompt will appear in the lower right corner of the 
screen: (Type = to change default Dir).
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3. Type =. The following or a similar prompt then will 
appear in the lower left corner of the screen: New Direc­
tory = C:\WP51. (The letters that follow the C may 
differ, depending on how your WordPerfect default 
directory is identified.) The cursor will be blinking under 
the C. Use the arrow keys to move the cursor to the 
end of the line, at which point you will create a directory 
''under'' the default directory.
4 At the end of the line, type a backslash ( followed 
by the name of the new directory, in this case 
\STRONG.TAX. Then press [ENTER]. A query similar to 
the following then will appear in the lower left corner 
of the screen: Create C: \WP51\STRONG TAX? Type y 
for yes.
5. It's done: your new STRONG.TAX directory has been 
created and the screen goes blank. To check it out, 
press [F5], List Files, then press [ENTER], and the 
default directory will appear, containing the new 
directory. Move the cursor with the arrow keys to the 
new STRONG.TAX directory, then press [ENTER] 
twice. The directory then will appear on the screen. For 
now, it contains no files. Press [F7], Exit, to return to a 
blank screen.
Next, we will place a previously saved file in the 
new directory.
MOVING A FILE FROM ONE DIRECTORY TO ANOTHER. 
Now that you have your own directory (STRONG.TAX), how do 
you move a file into it? The answer is: carefully, step by step, 
as follows.
1. Starting with a blank screen, press [F5], List Files. The 
name of the default directory will appear in the lower 
left corner of the screen. Press [ENTER] and the con­
tents of the default directory will appear on the screen.
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2. Look through the contents of the default directory to 
locate the TAXMEMO.ONE file. (If the TAXMEMO.ONE 
file is located in another directory, you will have to 
switch to that directory, a procedure described below.) 
When you locate the TAXMEMO.ONE file, use the 
arrow keys to move the cursor to it.
3. The menu at the bottom of the screen contains 
various options, including 3 Move\Rename. Press 3, 
Move \Rename.
4. A prompt line similar to the following will appear in 
the lower left corner of the screen: New name: 
C: \WP51 \TAXMEMO.ONE. The cursor will be blinking 
under the C. With the arrow keys, move the cursor 
under the T of TAXMEMO.ONE, then type the name 
of your new directory, STRONGTAX, followed by a 
backslash. The directory line should now read (if it 
started as we assumed): C:\WP51 \STRONG.TAX \ 
TAXMEMO.ONE.
5. Press [ENTER]. The name of your file, TAXMEMO.ONE, 
will disappear from the directory contents on the 
screen. Has it risen into some unreachable electronic 
heaven, or is it exactly where you want it to be?
To find out you have to know—
HOW TO CHANGE DIRECTORIES. There are two ways to 
change directories:
1. The Easier Way. Press [F7], Exit, to get back to a blank 
screen, then press [F5], List Files, and [ENTER]. This 
will bring the contents of the default directory to the 
screen. Using the arrow keys, move the cursor to your 
new directory, STRONGTAX, and press [ENTER] twice.
If you carried out the Move command sequence 
correctly, your STRONGTAX directory now should 
appear on the screen, showing TAXMEMO.ONE as a file 
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in the directory. Check it out. Using the arrow keys, 
move the cursor to TAXMEMO.ONE, then press 6 for 
Look. It should be there.
2. The Way Less Traveled. Some may prefer a different 
method. Again, get to a blank screen and press [F5], 
List Files. The name of the default directory will appear 
in the lower left corner of your screen, with the cursor 
under the C. Using the arrow keys, move the cursor 
to the space after the last slash, then type the name of 
the directory you want, STRONG.TAX. Then press 
[ENTER], and carry out the procedure in step 1, above.
CLEARING THE SCREEN AND EXITING. The piles of files 
that often litter the accountant's desk have no counterpart 
on the computer screen. When work on a file is completed on 
the computer, WordPerfect demands that it either be filed 
away or thrown away, before the next job is undertaken. Neat­
ness is a benign compulsion.
1. For files that have not been saved previously:
When work is completed, press [F7], Exit. The follow­
ing query then will appear in the lower left corner of the 
screen: Save Document? This is where the choice to file 
away or throw away is made.
If you do wish to save the work, press y for yes, and 
carry out the Save procedure described in Lesson 3. This 
will result in the file being quickly and neatly stored 
away in the appropriate "file drawer" directory.
If you do not wish to save the work, press n for no. 
The Exit WP? query then will appear. Press y for yes if 
you want to leave the WordPerfect program and return 
to DOS or other beginning point. Press n for no if 
you want to go back to a blank screen and continue 
working. Regardless of whether you press y or n, the 
text will disappear from the screen, permanently.
Remember that when you want to leave WordPerfect, 
you should not just turn the computer equipment off 
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while still in WordPerfect. Instead, you should go 
through this Exit procedure to get back to DOS or other 
beginning point, then turn the equipment off.
2. For files that have been saved previously:
When work is completed, press [F7], Exit. The Save 
Document? query then will appear, at which point you 
must decide whether you wish to save the changes 
you have made to the file.
If you do wish to save the file with your changes, 
press y for yes. A prompt, Document to be saved:, 
will appear, followed by the name previously given 
to the file you are working on. Press [ENTER] 
to confirm that you wish to save the file with your 
changes. A new prompt will appear, Replace?, followed 
by the file name. Since you want to save the file 
as changed, press y for yes. Finally, an Exit WP? 
query will appear. To return to a blank screen for 
more work, press n for no. To leave WordPerfect 
and return to DOS or other beginning point, press y 
for yes.
If you do not wish to save the file with your changes, 
press n for no. The Exit WP? query then will appear. If 
you press y for yes, you will be returned to DOS or other 
beginning point. If you press n for no, you will be 
returned to a blank screen. In either event, the file will 
remain on the hard disk without change.
To get to a blank screen when the screen is displaying 
the contents of a directory, just press [F7], Exit.
DELETING FILES. To prevent your hard disk and directories 
from becoming overcrowded, you should occasionally delete 
unnecessary files. (Your secretary or office administrator 
should have a system in place for archiving important files.) To 
delete a file, here's what to do:
1. Starting with a blank screen, press [F5], List Files, and 
when the directory line appears in the lower left corner 
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of the screen, press [ENTER] to bring the directory 
contents to the screen.
2. Move the cursor to the file you plan to delete, then 
press 6, Look, to make sure you are deleting the right 
document. Press [F7], Exit, when you are satisfied to 
get back to the List Files screen.
3. Making sure the cursor is still on the right file, press 2 
for Delete, and answer y for yes to the delete query. It's 
done: the file has gone to RAM heaven—it's been 
deleted from the hard disk.
You may want to practice deleting files by deleting 
TAXMEMO.ONE, the practice file you created in Les­
son 3, if you have no further use for it.
CHANGING DEFAULT SETTINGS. Default settings are the 
various format settings that are in place when you start 
WordPerfect. For example, start-up spacing may be set to 
single spacing and tab spacing may be set to five spaces. 
You can change these and other settings through the 
Format function.
1. With the cursor in the upper left-hand corner of the 
monitor, press [SHIFT] and while holding it down, 
press [F8], Format. A selection of format categories will 
appear on the screen, including Line, Page, Document, 
and Other.
2. Assuming you want to change the single-space default 
setting to double space, press 1 for Line. A new screen 
will appear showing different items that can be reset. 
Press 6, Line Spacing.
3. The cursor will jump to the 1 shown opposite Line 
Spacing. To change to double spacing, type 2.
4. Return to the original screen by pressing [ENTER] 
three times.
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You're now back to the original screen. If there was 
single-spaced text there before, it's now double-spaced. 
If there was no text, then any text you type will appear 
double-spaced from the point of the cursor down.
THE REMARKABLE PORTABLE FLOPPY. Using a pocket 
sized 3½-inch floppy disk, you can take it with you. (5¼-inch 
floppy disks, used in older computers, are slightly less 
convenient but also portable.) Text can be copied from your 
computer at home to a floppy that you take to the office, 
where the text can be instantly transferred to your office 
computer. Or vice versa. Or, you can draft a memorandum on 
your home or office computer, then transfer it to a floppy that 
you hand to your secretary for further refinement.
Here's how its done, assuming you're working with an IBM 
PC or compatible with a hard drive (the “C drive) and a 
3½-inch or 5¼-inch floppy drive (the "A" drive).
1. After the text you're working on is completed, go 
through the normal Exit procedure, [F7]. Then, using 
the List Files command, [F5], go to the directory 
containing the file in which your text is located and 
highlight that file.
2. Insert a formatted floppy disk in the A drive slot in 
the front of the computer. (A formatted disk is one 
that has been prepared to electronically receive data, 
either by the manufacturer or by the user following a 
DOS procedure.)
—►NOTE: Be sure you insert the floppy the right way. A 
5¼-inch floppy must be inserted with the rectangular 
opening facing the computer and the small round hole 
on the left of the larger center hole. Depending on your 
drive, a button must be pushed or a latch closed to 
properly engage the diskette. A 3½-inch floppy must be 
inserted with the movable metal door forward and the 
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small circular metal disk on the bottom. It should click in 
when it is properly seated. Never force it.
3. Now you're ready to copy. One of the commands in the 
menu on your screen is 8 Copy. Press 8. A query will 
appear in the lower left corner of your screen: Copy this 
file to: Type A: then press [ENTER]. A small light near 
your A drive should wink on, the computer should buzz 
and whirr, and it's done.
4. Check it out. One of the commands in the menu on 
your screen is 7 Other directory Press 7. A query will 
appear in the lower left corner of your screen: New 
directory = followed by the name of your present direc­
tory. Delete the name of your present directory and, 
after the = sign, type A: then press [ENTER].
The computer will again buzz and whirr as the A drive 
becomes engaged, then the prompt Dir A: \*.* should 
appear in the lower left corner of your screen, informing 
you that you are in the A drive. Press [ENTER], and the 
directory of the contents on the floppy will appear on 
the screen. The file you copied to the floppy should be 
there. Move the cursor to the file and press 6 to use the 
Look function command.
You remove the floppy from the A drive by pressing 
the little button below or near the drive slot. 3½-inch 
floppies should pop out. (On a 5½¼-inch drive, you may 
need to open a latch and pull the floppy out.) Floppy 
disks can be carried in pocket or briefcase. (5¼-inch 
floppies should be kept in their paper sleeves and in a 
rigid cardboard container.) Keep all floppy disks away 
from magnetism and excessive heat.
Appendix
Services and Publications 




Conferences produced annually or semiannually include— 
National Practice Management and Firm Administration 
Conference, National Practice Management and Marketing 
Conference, and Small Firm Conference. All conferences offer 
practical, hands-on guidance with an emphasis on the 
exchange of management experiences (problems and 
solutions) among practitioners. Call (212) 596-6139 for addi­
tional information on conferences.
INQUIRY SERVICE
The MAP Inquiry Service responds to member inquiries 
concerning firm management and administration. If you 
need more help, the MAP staff will put you in touch with 
experienced CPAs or consultants who can assist you 
with special problems. Call (212) 596-6139.
PUBLICATIONS
Except where listed, call the AICPA Order Department at (800) 
862-4272 or (201) 938-3000 (outside U.S.).
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MAP Handbook, a comprehensive 1,000-page, three- 
volume, loose-leaf reference service on practice management, 
is updated annually. It includes more than 200 forms, sample 
letters, checklists, and worksheets, all easy to reproduce or 
adapt for your practice needs. It provides detailed financial 
data and policy information, for firms of various sizes, that 
enable you to compare your performance with that of 
comparable firms. Topics covered include developing an 
accounting practice, administration, personnel partnerships, 
and management data. For information call (212) 596-6137; 
to order call (800) 323-8724.
MAP Selected Readings, a companion book to the MAP 
Handbook, is a readers' digest of over 500 pages of articles on 
successful practice management, specially compiled from 
leading professional journals. The articles contain numerous 
profit-making ideas for your practice. A new edition is 
published annually. For information call (212) 596-6137; to 
order call (800) 323-8724.
MAPWORKS—DOCUMAP contains, on diskette, docu­
ments from the MAP Handbook dealing with organization, 
client engagements, and personnel. Available in three 
formats: APG2 (No. 016911), ASCII (No. 090080), and Word­
Perfect 4.2 (No. 090081).
On Your Own! How to Start Your Own CPA Firm provides 
nuts-and-bolts advice on how to start a CPA firm. It contains 
a wealth of hands-on information on operating profitably, 
and is useful to both new and established firms as well as to 
prospective firm owners. Product No. 012641.
Organizational Documents: A Guide for Partnerships 
and Professional Corporations is a guide to drafting a 
partnership agreement and corporate documents. The book 
includes a sample partnership agreement with more than 100 
provisions and a step-by-step approach to incorporating. 
Book (No. 012640); WordPerfect 4.2 disk (No. 090091); ASCII 
disk (No. 090090); Book and WordPerfect 4.2 disk set (No. 
090096); Book and ASCII disk set (No. 090095).
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Management Seríes booklets cover the issues your clients 
are dealing with now. Designed to help you help your clients 
solve their management problems, the series includes 
Management of Working Capital (No. 090060), Financing 
Your Business (No. 090061), Making the Most of Marketing 
(No. 090063), Managing Business Risk (No. 090062), and 
International Business (No. 090064).
Practice Continuation Agreements: A Practice Survival 
Kit explains how you can preserve the value of your practice 
in the event of death or disability. A practice continuation 
agreement can prevent the value of your practice from 
dissipating, provide financial and emotional benefits to your 
family, and help fulfill your professional responsibility to 
your clients. Product No. 090210.
Managing the Malpractice Maze offers firms specific 
techniques for lowering their risk of liability. It identifies criteria 
for evaluating a firm's existing defensive practices program 
and shows how to develop such a system if one is not in place. 
The book also features a ten-step plan to follow when a claim 
is brought and discusses such vital management issues as 
practicing without insurance, documenting engagements, 
selecting an attorney, and implementing a quality control 
system. Product No. 090380.
Winning Proposals: A Step-by-Step Guide to the 
Proposal Process takes you through every step of the 
proposal process from its preliminary steps to conducting a 
postmortem following the prospective client's decision. 
Detailed chapters explain how and where to conduct 
research, what to look for during on-site visits, how to map 
out a strategy that distinguishes your firm from competitors, 
what is the appropriate composition of the proposal docu­
ment, and how to ensure your sales presentations work. 
Product No. 090390.
Managing by the Numbers: Monitoring Your Firm's 
Profitability assists you in your efforts to improve your 
firm's long-term financial performance. It helps you identify
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immediate opportunities within your firm and provides you 
with a dynamic tool to manage your practice better on a 
regular basis. This book instructs you step-by-step how to 
examine the numbers behind the numbers and uncover 
situations that may not be obvious in conventional financial 
statements. Product No. 090220.
Seasonality: Practitioner's Suggestions for Managing 
Work Load Compression is a summary of creative 
approaches to dealing with this profession-wide problem. 
The suggestions come from the responses of over 100 manag­
ing partners to a MAP Committee survey on seasonality, as 
well as tips gleaned from AICPA MAP conferences and profes­
sional publications. Seasonality is an impressive compilation 
of initiatives used by firms to increase profits and improve 
quality of life for owners and staff. Product No. 090400.
Strategic Planning for CPA Firms provides a detailed, 
step-by-step approach to the design and implementation of a 
strategic plan. The process produces not only action plans and 
a documented strategic plan, but also creates the synergy, 
focus, and commitment that enables firms of all sizes to 
maximize their opportunities for growth and profits. Product 
No. 090402.
The MAP Committee Survey on Professional Staff was 
sent to 5,000 managing partners and 5,000 professional staff 
members. Topics addressed by the survey include actions 
taken by firms to address the increase in female professional 
staff, the nonpartnership track, movement of staff into 
industry, staff conflicts, mentoring, and maternity/paternity 
leave. Product No. 090005.
Glossary
Block. A group of letters or words that are highlighted, 
frequently in anticipation of moving the text to another loca­
tion or deleting the text.
Byte. The amount of space needed to store a single character, 
such as a letter or single number.
Command. An instruction given by a computer user to 
the computer.
Cursor. The blinking dash on the screen that shows the 
current typing point.
Default directory. The directory that initially appears when 
the List Directory Files, [F5], command is given; the directory 
that appears "in default of" a command requesting another 
directory.
Default setting. The start-up settings that are in place 
without adjustment by the user. For example, the default 
setting for spacing is single, rather than double or triple. The 
default settings can be changed while work is progressing, 
but normally will be reset when the program is started again.
Directory. The electronic "file drawer" for a collection of 
files. Also refers to the listing that appears on the screen 
of the file names, their size and the date they were created 
or last modified.
DOS. The disk operating system that directs the flow of 
programs and data in the computer.
File. The "file folder," a collection of related material in elec­
tronic form. Data files are files with written material, such as 
letters or memos.
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Floppy disk. A 3½-inch or 5¼-inch square container with a 
magnetized disk inside that stores data. The floppy disk can 
be inserted into and "read” by a computer. Easily carried in 
pocket, briefcase, or purse.
Font. A specific variety of typeface.
Footer. Text that appears at the bottom of a page, such as 
reference numbers.
Function keys. The 10 or 12 [F] keys located at the top of the 
standard, expanded keyboard (on the left side on some older 
keyboards). These keys are used by software programs to carry 
out specialized operations. Each key can be used by itself, or 
in combination with the [SHIFT], [CTRL] or [ALT] keys.
Header. Text that appears at the top of a page, such as the 
addressee's name in a multiple page letter.
Hard disk. A magnetic disk permanently installed in a com­
puter, capable of holding much larger quantities of data than 
a floppy disk.
Hard return. The code inserted at the end of a line by press­
ing [ENTER], to mark the end of a paragraph.
Hardware. The physical parts of your equipment: the com­
puter, the keyboard, and peripherals, such as your monitor 
and printer.
Megabyte. A measurement of memory capacity and storage 
space, consisting of about one million bytes.
Memory. RAM, or random access memory, is the temporary 
holding area for work currently being done. When the 
computer is turned off your work disappears, unless it has 
previously been saved to the permanent memory on the 
hard disk.
Menu. A list of operations displayed on the screen that the 
user can select from, usually by pressing a single key.
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Program. A series of instructions written in a computer 
language directing the computer how to perform a function, 
such as word processing. WordPerfect is a word processing 
program, sometimes referred to as an application program 
or software.
Soft page break. A single broken line showing the end of a 
page, automatically inserted at the end of a page.
Soft return. The code inserted at the end of a line without 
any command to mark the point where the current line ends 
and a new line begins.
User interface. Refers to relationship or interaction between 
user and command sequence or menus shown on screen. 
Sometimes referred to as the "look and feel" of a program, 
including its graphics.
Word wrap. A word processing feature that automatically 
moves the cursor to the next line when it reaches the 
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